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1.0 Carleton Employee Service Benefit 
"Employee On-Site Vehicle Service" Process 



Mobile On-Site Service Team 



Employee 



Technician 



1.1 - Set-up Mobile Service 
Center & Employee Key Drop Off 
Box/ Lockers - In Employer 
Approved Areas 



1 .1.A.1 - Veiw Monitor for Work 
Scheduled which identifies the next 
vehicle and its needed services and 
parts, etc. required for each vehicle. 



1.1 -A.2 - Either the Technician or the 

Valet drives the next scheduled 
vehicle into the mobile service center 
from the staging area. 



Fig. 1 




Computer 
Terminal 



!=tH -A.3 - Appropriate services are 
preformed on vehicle 



;1.?I.A.4 - As Work is Completed on 
leach Vehicle it is documented. 



jlI.I.A.5 - An Invoice for services 
performed is printed out 



Valet 



1.1.B.1 - Valet retrieves 1st Section 
of Employee Key Drop Off 
Box/Lockers and mounts it 

appropriately to the Mobile Service 
Center for easy access. 



1.2 - Employee fills out Work Order 
" Sheet & Identifies where his/her 
vehicle is located on the Parking Lot 
Map located on the back of the Work 

Order Sheet - located by the 
Employee Key Drop Off Box/ Lockers. 



1.1.BJ2 - Valet Retrieves a small 
group of Keys & Employee 
Registration Cards (2-5 sets) out of the 
Employee Key Drop Off Box/Lockers. 



Rg.2 i 



1.1 .B.3 - Valet Retrieves Vehicles (2-5) 
from parking lot in order and stages 
them for Service near the Mobil 
Service Center. 



1.1 .B.4 - Valet leaves a Vehicle Place 
Holder in the vacated parking spot - 
so vehicles can be returned to their 
original parking space after 
servicing. 



1.1.B.5 - Valet Inputs/Scans the 
Employee Registration cards & inputs 
any additional Info from Work Order 
Sheets in the order that the cars are 

staged This Sets the Work 

Schedule for the Technician. 



1.1 .B.6 - Valet to assist the technician 
by helping pull parts from stock and 
lining them up for each staged 
vehicle in waiting. 



1.1.B.7 - After Step 1.1JL5 is completed 

the Vehicle is returned back to it's 
original location and places the Keys & 
Employee Registration Card along with 
the Service Invoice INTO the Employee 
Key Drop Off Box/ Lockers. 



Scamable ID Card 



Employee 
Key Drop 
Off Box/ 
Lockers — 
Divided 

into 
Multiple 
Sections 
NOTE: 
Box can 
be 

Equipped 

with 
Scanner 



1.3 - Employee places their Keys with 
Ly tiieir Employee Registration Card (e.i. 
Swipe Card, Bar Code Card, etc. 
attached to the employee key chain) 

along with their completed Work 
Order Sheet into the Employee Key 
Drop Off Box/ Lockers. 



1.4 - After Services Are Performed the 
Employee Retrieves Keys & 
Employee LD. Card along with the 
Service Invoice. 




Employee Drives 
Off knowing that one of the 
more important items on his/her 
personal to-do list has been checked off 
and with a good feeling that his/her 
employer delivered on an 
invaluable perk/ benefit 



